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OFFICE Of THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR'r APPLICATION FOR RLECORDS RETENTION SCHEDULE 

IVISION .- ,~~~ 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing t h i s  form. ,Forward signed original to  
Department of Archives and History, Records Management Division, 330 Capitol Avenue] Atlanta, Georgia, 30334, 
Attenrion: Scheduling Section. ___-  

FOR RECORDS MANAGEMENT USE 
. .  FOR AGENCY USE __ 1. Agency Address 

Department of Education Application Number ._ 

Planning, Research and Evaluation Div. 
Education Information Unit 
212 State Office Bldg., Atlanta, Ga. 

75 w 206 -~ - 
Date Completed Date Heceived 

.- 
Application Number 

1 2  1978 

Working Title Telephone Number 
---.- ~ 

JUN 2 2 1978 1 JUL 
~~ ~ ~ 

___ 
~ ~~~~~~ ~ ~ ~ 

Dr. Anne Moughon Coordinator 6 5 6 - 240 2 

3. Action Requested 
a. 
b. 
0 Estaoiirn Retention Schedule; record will continue to accumulate. 
(7 Dismse of wesent accumulation: no further accumulation anticipated. ~ 

c. Amend Appli&tion No. 75-206 Checkone: ChAc& 0 Supersd_e:. 0 Void 
4. Dates of Series I 5. Records Series Title (followed by title used in office; if different) 
Earliest Latest 

EDUCATION INFORKATION C ~ E R  RESOURCE FILES 
- .  

What is the functionof the Division and the Office in which this series is created? 
To date _ _  i ___I- 

1970 
I 

6. Division and Office Function 
-4 

The Planning, Research and Evaluation Division provides management support services 
to the State Superintendent of Schools in planning and evaluation activities and research, 
program assessment and-Statistical activities, federally required evaluations, and 
assistance in the liaison and development of legislation. 

.. . .,. . 

. Documents relating to: maintaining information and research educationa~l reference materials 
:&thin the Education Information Center. ~~~ ~ 

for reference by the State  department of Education and other educational agencies. 

File isarranged: numerically by an assigned accession number. 

- .. _. . ___ I 

Reference Rate How often are records referred to which are: 

One to six months old 125 ; Seven to twelve months old 125 -; Thirteen to twenty-four months old A; 
twenty-five months and older 25 ? 
~.~ - ____ - __- _-- _ _  

Rate of Accumu tion of Rerords 
Letter-size drawers k : Legal-size drawers ;Shelves ---; Other (specify) 

__ L AR-50-71; Rev. 76 (Over) 



- ,.~ _i . ... .__-. - - -_I_ m<iji%- _--. =, -j..~~ -. ~__-"-_ ~ 1.~ .- - . 
I 

(Place an "X" in the~proper column) 
copy of the series? 9 "  

-7 
I f  not. where is it? - 

I b Does the series contain confidential information requiring security handling? If yes, oite law or regulation. 

'\ - 1 _X I c. Is  th isa vital record? 
-- - X I d. Does this series have historical or long te-earch value? . 

X 1 
I 

-1 
3 

-1 
- 1  - 
11. I 

e. When one or two documents in the fi le make it necessary to  keep t& entire file for a long period, could these 

~.. eduled sem ratelv? 
ntained nthu re r& ever DU ~ ~ ~ ~ Y e s . . a t i a ~ ~ ~ ~ ~  . -. . 

. .  
~. .. 

i n  th is  Grieseve<analyzed and/or recorded . j  ~ ~I in a ~ sumhrired . -  .. report? 
~Y - 

~- 
h. Is there a duplication of th i s  series in your office, or in another office oragency? 

- . 
? i s  series lor a maim 00- 

. .  
-. , .. ~~. 

2 L i A o e L ~ a C w d ~  ' r n b . u t e u x i n & i ~  
Wention Requirements The following requires the series to be kept: 

a. State Law 0 --years. d. Audit period I_ 0 -years. 
b. Statute of limitation 0 years. e. Administrative need UP t o  10 .years. 
c. Federal law 0 -years. f. Federal retention instructions ----years. 0 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

Reference value becomes negl igible  a f t e r  10 years as  new educational techniques 
a r e  4eveloped. 

--II, ~ - . . .  
~ ... _ _  - -  ~~ ~ ~~. ~ --. _.I . -  

12. ADor6veg ~. DiswZtion ln&ructions~' This ageniyiecommendsthat the file-series be cut otf ar thb end of each: 

0 Calendar - Year; 0 Fiscal rear;  Q Other See below then, 

. -  
0 Hold in the current files area - --month(,) 
0 Transfer to local holding area, hold 
0 Transfer to  State Records Center: hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

year(sJ: then 
yeads); then 

year(s); then 

Other (SpecifyJ Pr io r i ty  I Fi les :  Cut off  a t  end of calendar year; hold i n  
current f i l e s  area 4 years; then t r ans fe r  t o  S ta t e  Records Center; hold 6 years 
then re turn  t o  current f i l e s  area for  purging and destruct ion of obsolete 
p a t e r i a l .  Return usable material  t o  Education Information Center Resource F i les  

P r io r i ty  IT and I11 Files:  Transfer t o  S ta t e  Records Center 
any time a f t e r  receipt  and p r i o r i t y  c l a s s i f i ca t ion ;  hold 6 years;  then re turn  
t o  c u r r e n t - f i l g s  area for  purging and destruct ion of obsolete material .  Return 
usable material  t o  ac t ive  Education Information Center Resource F i les .  

3ecommendation 

if explanation.) 

_._---.-- 
3-50-71; Rw. 



- .  I D r .  Anne Moughon 'Department of Education, O f f i ce  o f  S t a f f  Services 
Plannina. Research & Evaluation D iv is lon  

' 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

_. 

___ .~ - ation  Center Resource F i l e s  - - _ _ _ _ _ ~  - 
What i s  the  function of the  o f f i ce  i n  which t h i s  record se r i e s  is  created? 

The Off ice o f  Department Staff Services provides supportive services t o  insure smooth 
and e f f i c i en t  functioning of the Department o f  Education. 
such as-personnel actions, purchasing and pr in t ing ,  Budget Services, Planning and 
Evaluation Services, Management Information Services, Fiscal  Services, Publications 
and Information Services , Contracts , space a1 locat ion,  warehousing, procurement and 
supply, records and forms management, s t a t i s t i c s .  

These include administrat ive Sewm 

..,.. , -  . . .  ., , . .~ . .  

~-_____ L -. 

1. This f i l e  contains the  following documents'. (include form numbers and t i t l e s ,  if anY, . ,  

and f i l e  arrangement). 

Documents r e l a t i n g  t o  maintaining resource mater ia l  w i t h i n  the Technical Information Center. 

reference by the Department and other Educational Agencies. 

.- paper bock book ,  ~ O h O c ~ ) v c + S ,  CL-& Y ~ Q v + S  (,' Included are - , pmpl~+e+5-iwLbw&t5 on educational top ics w37cHre~uFed  f o r - ~ -  
.~ . . .~ . - .~ . .  . .  

. .. . .  . ~ . .  
\ F i l e s  are arranged by an assigned accession number. 

. .  . .  . .  . .  



.. 

63 ~4 -. 
c .- _____111_1_ -_ -A_- 

YES .20 

13. Is t h i s  t he  Record Copy of t h e  se r i e s?  [ X I  1 
1 4 .  Is there  a duplication of t h i s  series i n  another o f f i ce  or agent$? I 1 [XI 

__ __ - Q~ESTIONNA~RE"XZ~'Y- t n  *h. c a i u . n .  I r  I .  ~ 5 : .  ..,m.. 

i 
., # %  

15.  Is the  information contained i n  t h i s  series ever summarized o r  published? - [ X I  [ 1 

16. Does the  se r i e s  contain c l a s s i f i e d  in fomat ion ' r equ i r ing~  secu r i ty  handling? [ I [ X I  
Attach copy of summary o r  publication. Recent ,acquisitions l i s t  

. - .  . .. . .  . . .  . .  

'17.  Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency pol ic ies  hnd procedures?.' . .  [ ] [ X ]  

18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? QS \oh9 [ X I  [ 1 
. -  . . .  , .  

Q S  N\LCVOL&P V L A A C I C ~ S  intact 
19.  Is the  s e r i e s  ( o r  major portion o f  it) regular ly  microfilmed? If yes ,  why? [ 1 [ X I  

20. Does the record s e r i e s  provide data as input t o  an EDP f i l e ?  [ 1 [XI 

21. Does the  record s e r i e s  contain documentation produced as EDP printout?  [ 1 [ X I  
22. Has the  Federal Government issued ins t ruc t ions  governjng the  retention/dispo- . [ ] [ X ]  

s i t i o n  of these f i l e s ?  

Wil1, there  be a need f o r  these records 10, 1 5  years from now? I f  yes ,  what? ' ' . .  [ ] [ X I  
. .  . .  . . .  , .  . .  ~. 

I . . .  . .  
. .  

. .  l O ' ~ >  ears  :, ~. 

. . .  

. ,  
2b. REQUIREMENTS. The foliowing .requires the ' f i1es"to be k e p t  . .  -. I 

a. [ ]STATE b .  [ ISTATVIE OF c. [ ]AUDIT d .  [ ]FEDERAL e .  W A D M f N I S T R A T I V E  - f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VAI.UF: 

(Cite  Law, S t a t u t e ,  or other reason for the  r e t e n t i m  requirement) 

Reference value diminishes after ten years as new educational techniques are developed. 
I-__.____ 

25. AGENCY RECOMMENDATIONS. This agency recommends tha t  the  f i l e  s e r i e s  be cut off  a t  the end 
of  each -RCALENDAR YEAR -[]FISCAL YEW -[]OTHER ,then: 

[ X I  Hold i n  the current f i l e s  area ",month(s)/ 4 year(s):  I, 

[ 1 De-stroy. . . . . . .  . .  . ,  . .  

[ , I  Destroy immed-iately a r t e r  cut-off. 
[ X I  Other: (Specify) . . .  

[XI. Transfer t o  [ X I  S t a t e  Records Center [ ] Local Holding Area; hold 

[ ] Transfer t o  S ta t e  Archives f o r  permanent re tent ion.  

6 y e a r ( s ) :  

. .  . .  . .  . , ~ .  
~ ~ ~. , I , .  

Then, return t o  current f i les  area for purging and destruction of non-usable materials 

Usable materials: 
. .  . .  , .  

Return to  Education ~ Information Center Resource F i  les, 

( Indica te  briefZy rat ionale  for  recornendations above/or write additiona2 remarks) : 


